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PROPOSED STATEMENT OF MISSION ARD FUNCTIONS
SPECIAL SERVICES BRAKCH,

HISaYONs

To provide eppropriste recreation and velfere services for all
Bage personnel; to operate mall and telephone systems; to axrange
necepsary personal transportation and billeting; and to furnish
offices reproduction gervices for other Support components.

FONCTIONS
A. Recreation and Welfare

1. To purchase, receive, stove, issue, transfer and control
all supplies and merchandise for sale in the Recreation
Halls.

2. To menage, steff, and operate the sales activity in the
g8ite 3 Recreation Hall. -

3. To receive, deposit, and account for sll cesh receipis
from sales, Staff Mess dues and fees, and special
racreation activities. To issue checks in payment of
all recreation costs not paysble fyom eppropristed funds.

4. In conjunction with the Staff Mess Executive Committee,
%o coordinate arrangemente for individusl pavties, dances,
tingo nights, meetings, and other sctivities at the
heereation Halls, including the physical set-up of
furniture and other necessary supplies and facilities.

5. To furnish Finsnce Branch with the data required for
accounting records and reports, and to prepare for the
Base Commender, and the President and Treasurer of the
gtaff Mess, specisl statements of income and expenge for
each individual Recreation activity other than operation
of the 8ite 3 Recrestion Hall.

6. To coordinate the use, waintenance, and Jjanitorial serv-
" jeing of the physical facilities of the Reereation Halls
at Site 2 and Site 3 and the other less fraquently used
welfare facilitlea.

7. To supervise and control operation of the movie theater
and of vending machines, under the formel welfare prograwm
undervritten by appropriated fuunds.
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B. Other Services

1.

3.

5

6.

T
8.

To pick up all mail, personsl and officisl, from the off~
base Post Office, deliver mail to offices, and teke out-
going mail to the Post 0ffice. To meke manifests of all
outgoing classified maill and check manifests of incoming
meil. To arrange for delivery of officisl and personal
newspapers and megazines to the main gate by the supplier,
and deliver the papers and magazines tc the office con~
cerned,

To gperate the Bese tclephone system, arrange for foutine
changes in esquipment, bill persoonel for personal telephone
coste, collect from TDY personnel for personal long distance
caells and turn over to Finance Branch the amounts collected,
and verify the correctness of monthly telephone invoices for

payment .

To srrange resarvations for aily travel to Headquarters:;
notify Base offices of expected asrrivals; process passenger
and cargo manifests; and deliver pessengers, mail end cargo
t0 and from the plane.

To handle badges for personnel arriving on the Base or de~
parting and to brief incoming personnel, using patterns
esteblished by the Becurity Branch.

To assign billets for TDY personnel and for PCS personnel
vho are suthorized to use the BOQ; and to provide assistaence
4o personnel in obtaining off-Bage housing when quarters are
not provided.

To distribute and maintain the "perscnel regulation™ books
for base quarteras units, for the guidance of residents,

To provide reproduction service for other support components.

To administer the official stamp fund, by logging 2ll stamp
usage and asccounting for all stamp expenditures.
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Administrative Services Officer aa~11 1 i

Administrative Services Assistant (8«9 1 1

Telephone Supervisor 686 1 1

Telephone Qperatar.‘ B @S-k 5 5

Clerk/Typist GB«h 1 1{edd Bookkeeping

duties)

Clerk * @8- Q@ 1

Mail Clerk @5 1 -t |
TOTAL 10 11

* Wew position. Grade to be estsblished by the 0ffice of Personnel.

QEMET{
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SPECTAL SERVICES DRANCH

Chief
Brench Supervision. ‘
Goordinsting with cother {Administrative
Branchaes . gexvices
Adminietering *Welfare" Qfficer)
Program.
Plamning, Supervising end
Operating (lub and Recreation 1
Hall Activities. Aseisting Branch Chief. {
Providing Required Personal Controlling Club Accounting Becerd.s.
" Bervices. Purchaging for ¢lub.
: , Recelving Merchendise for Club
Administrative Gontrolling Inventories.
Sexvices loordinating Vending Machine
Assistant Operations.
' Supervieing of Berténdérss.
Controlling Cash Boxes.
Making Weekly Activity Reports.
slerk Clerk- Mail ‘Pe lephone
Typist | Clerk Section
Delivering to & ﬁ‘om Pyping. Moking Mail Runs Operating Switch-
Planes. Filing. to Pogt Office. boaxrds .

Bri'v.ing Bua.

Borting & Pouching
Headquarters Clas-
sifled Mail.

““Relieving Mail {lerk.

Assisting in Recelving
Merchandise.

gchaduling Planes.

Billeting,Briefing &
Regletration of THY
Personnel.

Gontrolling "I Bddgeas

Assisting in Count of
Merchandise Physical
Inventories.

Coordinating With G3IX
For Janitor Service.
For Club.

Maintaining Current-
Events 8chedule.

Keeping T&Ats.

Preparing Qvertime
Repoxrts.

Handling Stamp Log.

Handling Mail log.

Operating Reprod«-
uction Machinag.
Distributing Base
Notices & Regue~
lations.

Performing Detailed
Qlerical Iuties

Por Qludb Operations.

Maintaining Merchandise
Porpetual Inventory
Records

Counting Cash Receipts
Turned in By Recreation
Hall Cashiers.

Making Overtime Reporxts.

Delivering Mail.

Manifesting Mail.

Sorting Mail.

Driving Mail Car.

Handling Newspsper
& Magasine Subs.

Keeping Base Bule
letbin Boards
Current.

Verifying Tele-
phone Bills.

Billing Personal
Phone Cherges.
Issuing Telephone
Books «

Arranging Telephone
Installation and
Repairs.
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WORK. DISTRIBUTION SCHEDULE
Special Services Branch

WEEKLY HOURS EXPENDED (10 People}

Spec. Spec.  |Cierk | Mail jTelep. |Telep. !

Berv. OFfd Serv. Asst.iTypist| Clerk Superv.|Oper. Totals

Mail: Sorting, Handling, : - ;
Pouching, Menifesting. 10 T 4 A7

Courlier - on and off
FOIAb2 Base 32
Meeting Planes, billeting, | }

Making Passenger manifests 5
Special Student hilleting, ]
Checking billeting facilities - 3
Reproduction of Forms, Notices, :
Regulations 5

Staff Mess & Rec.,: Dalily Cash
Count and Sales Summery 65

-
sors

Ordering itemg for sale : I

Receiving deliveries, talking ¥
to salesmen . l 75 -

Tnventory pricing, invoice ' { !
processing : 12 ; P13

Clerical (above items plus acct. 1 7
records) 25 ' P25

Management of Operations, Coord. 5 I i )

Banking trips to City 1 ki EI

Set-up of facilities for bingo ; : ¥
parties, etc. 2 10 . : .12

Paper & Magazine Subscriptions i 1

Telephone Operations

General Clerical, Typing, repts. T 3 TR TIPRR | ™19
Supervision, Coordination - A H ? :
other than Staff Mess 0 : g Co12 i22

Arrangements for phone instal- : 1 i ' i
lations, repairs, etc. ' i i

Total Hours Per Week y31/ 122/ y3%  ho  hewx 200 Miod

——

Plus an estimated 4t hours per week at night, checking Rec. Hall. Overtime not paid.
Estimabed total time. Overtime is paid. Night work (included) at site 2 Rec, Hall
is paid from stalffing funds.

Overtime caused by plane schedule each week.

Estimated average hours. Overtime is paid. Excess hours often needed to process
telephone bill.

el

5 *

SECRET
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ACTIVITY

Mail:

Courier Pouching,

Manifesting

Meeting Planes, Billeting

Pagsenger Manifests

Reproduction Services

Staff Meas and Recreation Halls:

a, Detalled operations and

clerical work

b. Planning, Control,
Administration

¢. Special Functiona, ete.
Telephone Operations
General Clerical
Supervialén and Coordination
of Branch Activities and

Provision of Individual
Personal Services.

TOTAL

SECRET TAB E
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COMPARISON OF PRESENT WORK DISTRIBUTION WITH ESTIMATED DISTRIBUTION UNDER PROPOSED T/0
ADMIN, SERV, ADMTN. SERV. TELE. SUPERV.

TOTAL HOURS OFFICER ASSISTANT AND OPERATOR CLERK MAIL CLERK C TYPIST
Now Proposed Now Proposed Now Proposed Now Proposed KNow Proposed Now Proposed Now Proposed -
49 49 0 10 39 39 10 0 (
16 16 ] 16 16 0

5 5 ] 5 5 0

5 5 3 5 2
50 5% 25 5 255 20 s} 30

9 30 5 20 4 10
13 13 3 3 10 7 0 3

212 212 212 212 (
19 21 3 0 12 12 0 1 4 8
2 x 10 1 0 3 18 16 0 5 1/ Y 3 0

K0 443 43 40 42 40 242 240 0 43 40 40 43 40

Dy I S
1./ Processing of personal subscriptions to periodicals

Approved For Release 2000/08/37E CI/RRDP61-00901A00010011




SECRET ¢ TAB ¥
( ;
Ef ! A ‘hv 1} K\'u ’ ;" %M% 7MP Mtﬁ* iy .- {: »XN ' i .' .

. ACCOUNTING FOR SDPAYE MESE OF mfﬁ'(’“

ok of these two Brenches would be slnplified hy consolidation in the
Epecisl. Services Branch of all sccounting for SBtaff Mass sctivities.
The present handling by Finance Brench (not legally vequived, inasmuch
uwﬁmammwbymmmm) causes multizle
andliing of many papers and requires frequent coordinstion between
Wmmmma, Aummmuumumu

o. Special Sorvices Brenoh performs direct supervision of recrestion
activitles; bandles cash, merchandise receipts, safekeeping Of cash,
end prepavation of checks in payment of expenses.

b. Special Services Branch preperes the original
all sccounking entvies ave made. {such ad cash mr&eajm
Pinance Branch records this orxigined éﬁt’a in the permanent records
and makes formal statements for Washington Eaadqmmm, and for
the Prasd 1.’6 mmw of the %a.tf Mess, e well ag for the

¢. For each epecisl activity (perty, social meating or other funetion)
held st the Site 2 Recreation Hall, Special Services Bronch meken
an individus) "fanctlon” statement. These statenents, which show
income and coste for each such activity, are based on duts fuciuded
in the books kept by Finance Brauch, m&wmm&u@m
fiom the bocks. In theory, the "funotion” statements are & pre~
Uadnary sumery from which entries ave made to the boaks. Timing
of vecelpt of vendor involces, etc., has mede it fuposuible to use
ese statenents in this way. These statesents ave used by the
Pregfident, Tressurer snd other officers of the Staff Mess to
ewmiuste the gotdvities involved.

a. @&ales and Cosh Recelipin _
{1} Special Beyvices Branch makes entries oxn the Cash

Reconellistion form aud on the eales summary form, balanoing
one agalnst the other.

{2) Pioance Bransh audits both forms, posts totals to »
WW, and posts from the voucher to the Cash and

L N
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B. Iowvotoe Recording

{;)wmmmammm. recelivea
and approves and classifies them

wmwmwwmmmm,
;mﬂmmﬂ, if necessary, snd posts o

(3)mﬁmsmmumbmmumayu
is

mmazemimmwmmmmwm%

(Q)MMMWMM&MJW,MW*
ment notetions by the originel entries for the involcse
adyared.

Special Services Branch {ypes envelopes, signe checks,
{S)MWMMMW,WWM,M

paymant.

(%) Piance Branch reconciles the Accounts Fayeble balance at
the snd of the menth.

4. wm’ammnywm mmmm&m

3. g,ﬁ"%g‘m sl oms

s. ConpcliZation will remils in the following sdwentages:
u)mmamzmm,wmmammma

@)Wmmww,wmtmarmt

{3) Bisination of need to ccordinate work of the 2 Branches to
asxpiets aconumting work.

mmmmumwmmm
M%WWW&MMM fully

®.

e mmmau Javed wmtil the Tedmioal A Staff
Sane . Atﬁnﬁ‘t&n gthmmmtmnmwm
Mess Ascounting will be found precticable.
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Orgenizetion of Athletic
Prograw

Physical Trawslers of
werchandise bo Bite 2
Reo Hall

Physical Inventory Counts,
Site 2, Only

Phynical Ioventory Records,
Stte 2, Omly

Set-up of Bite 2 Reo Hall
for Bingo
Veekly Heppy Bowr ab 8ite 2

Bet-up Bite 2 Ree Hall for
Parties

Collestion, Record Heeplug-
Sta?r Hees Dues

Planing anf Coordinating
Specin]l Pariies

Maling Spectisl Aevounting
Statenents Relflucting Costs
of Bpecial Activities

Coprdineting Use of Fee Hull

25X1C4a

Operation of Day Nursery

689
6811

gg-11

as-11
659

GB-11

Teen-Age Club, Beout Meeting, ete.

SECRET

¢

TAB B

1 1.8 5
1% %32 78
£ 11.52

3 8.6h 156
1 2.88 5a
1 2.68 52
1 2.68 52

"f’g'

ek’ 8.5 130

3 10,1k 186 5072
3 10,14 156 s27.28
. 288 52 1h9.76

i
22k .64
590.04
hhg. 28
149,96
159.76
w76 |

{

430,40

go% & 66, 55 11k

Irvegulary time not subject to eaﬂma&ﬂ

Howinal Yominel

Bominal Howipal
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